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Topics covered in Overview/Training

Navigation through Pearson Access
Student Data View/Edit
Test Management
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Important Dates 

Systems should confirm all updates of students in the 
EIS system by 1/20/09
Student data uploads into Pearson Access 1/21/09.  
Upload should be completed by 1/26/09.
Additional training on student data uploads 1/22/09 @ 
12:30 (Webinar)
Deadline to enter any additional students into Pearson 
Access 1/30/09.  Students added after the 30th will not 
receive a pre printed pre-id answer document.
2/1/09 – 3/27/09 update of additional student 
demographics can be entered into Pearson Access 
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Important Contact Information

Customer Service Toll Free
1-888-817-8658

TN Program email 
TCAPACH@support.pearson.com
Pearson Access website-
www.pearsonaccess.com/tn

mailto:TCAPACH@support.pearson.com
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Initial Log in into Pearson Access

Users will receive a systemic email from 
Pearson Access with your user ID you 
will use to log into Pearson Access
Users will need to review and accept 
user agreement 
On the initial log in, the user will 
establish their own password.   Your 
password maybe one you commonly use 
but must be 7-32 characters
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Log in to Pearson Access

Upon the third failed login attempt, your 
account will be locked
It is recommended to reset your 
password prior to the third attempt
After initial access, users should log in to 
the Online Application site through the 
TDOE website.
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Administrative Management: 
View Organizations

View Organizations you have access to 
at your security level
Change Organization that you would like 
to view
Add New Organization
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Administrative Management: 
Security/User Accounts

View and maintain users depending on 
security level.

Pearson does NOT ALLOW
Change user ID
View passwords

Pearson does ALLOW
Edit name, email
Lock or unlock user
Delete user
Assign user role
Assign Organizations
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Administrative Management: 
Security levels/User Accounts

System Admin user – Assign user access and 
have change access to all schools within a 
system  
System User – Change access at system level
School Admin – Assign user access and have 
change access to their school 
School User – Change access at school level
Report User – View/Print reports
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Reports: 
Participation Counts

Show total test quantities by grade and 
form
Used to spot check pre-id quantities
Not used to determine enrollment
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Support Tab

The Home page support 
tab provides a lengthy 
selection of FAQ’s to 
address a range of 
questions or concerns.

The right-hand column 
shaded in blue offers 
contact information and 
additional resources to 
guide users through a 
test administration.

At the bottom of the 
Resources section, you 
will see the View All 
Resources link that will 
take you to the 
Resources main page.
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Home Page

Student Data 
EIS Data Uploads
View/Edit Student Data

Test Set Up
Test Management

Add students manually 
Assign test

Test Results
Student data extracts
Reports
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Student Data Upload 

Student Data load from data supplied 
from EIS
EIS file will include students attending 
TN public/state schools in grades 3-8.  
Student in K-2 will not be included in 
the student data upload
Students that successfully upload into 
Pearson Access will received a pre-
printed pre id answer document for the 
2009 TN Achievement testing
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Student Data Upload

Review of student data that has been 
uploaded is the responsibility of each 
system testing coordinator.

System testing coordinators can delegate 
review to School Admin and School 
Users.
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Student Data Upload

Up to 100 errors can appear on a data problem
Can export errors to an Excel file for viewing
Example of SDU Error Message:

Leading zeros missing
on school code.
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Student Data Manual Entry

Entering your student data:
Enter at least ALL Required student data information:

System Code
School Code
Student Last Name
Student First Name
Student Date of Birth
Student Gender
Student Grade
Student USID
Student Social Security
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Student Data Information

List of the students that have been 
submitted into the system
View and update required student 
information as necessary
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Student Data Information

Select the view by mode.

View by School; select the school you want 
to search

View by individual student; you enter the 
student search criteria listed 
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Test Management

Assign students to a Class
View by Classes

Add a Class
Enter Class Name/Teacher Name
Organization

Adding students to a class
Select the Class name on student registration screen to go to 
class details screen.
Click add students
Select students to add to class
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Test Management

Request Registration File
Provides a list of students that have 
successfully been uploaded in Pearson 
Access

Report will be posted on the Test Results 
tab
Registration file can be used to compare 
class rosters to what have been 
uploaded
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Adding Additional Student 
Demographics

Additional demographics' can be added 
to Pearson Access at anytime.
Additional demographics can be gridded 
on a student answer document and will 
populate Pearson Access after 
processing.
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Pre ID Sample

Example of pre id information with 
barcode:
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Pre ID Answer Document



Questions?
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